Approved For Release 2001/05/01 : CIA-RDP82-00357R0003Q0010019-2 


SECRET 
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WEMORANDUM FOR: Chief, Control Division 


SUBJECT > AsGministrative Control of Official Personne], 
Files 

REFERENCE: — : &) FR 
8) 


L. The recent recommendation by the Inspector General 
that there should be a positive and continuous control of 
sll Offtedal Personnel Files Ras required a review of Trans~ 
netions & Records Branch (TRB) file control procedures. 


2, A eursory review of file control procedures in the 
Aveney is ag foliaws, A current roster of individuals author- 
ized. to charge out personnel files ia kept in the Files Sec~ 
tion of PRA. These records include not only data on the 
individual, but also the type of files he will be al Lowest 
to see, When one of these individuals wishes to charge out. 

a file, & charge-nut ia placed in the space vacated by the 
file and the file is given to him or sent fo him, Tf the file 
is to be forwarded to an area outside of his control, approval 
wust be olitained from the Head of the individual's Career 
Service and if it is to be forwarded between operating offices, 
TRB must be notified by a Certified Transter Report. Files 
are loaned out for a ten day period after which an extension 
muat be obtained from TRB. This system currently handles an 
average of approximately 1,700 file charges per weak, 


3. AS a first atep im oxamining file control procedures 
{RR surveyed the personnel file control systems used by NBA, 
AIp, USIA and State Department in an attempt to identify any 
weeful procedures for Agency adoptian, ATID has a centralized 
parsannéel file system, but they do not have a list of personas 
authorized to charge out files. The aupervisor of their files 
gection says that he gets to know who they are, They have - 
have dane away with any need for & receaipting syatem by refusing 
to send out any files, All files must be picked up in person, 
Giles my be charged out for five days ob the basis of a charge 
eard filled out by the individual. Their volume is about 
1,250 per week and they do not have any scheduled inventory. 
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4, The State Department bas a centralized files Systom. 
they maintate @ current Liat of individuals authorized to. 
charge gut files ag well as o list of individuals authorized 
ie carry paraonnel files as couriers. An authorized indivi- 
dual may have a file for 30 days after filling gut a charge 
request which is filed in the space vacated by the file. 

The State Department had a receipting system in affect for 
files that were sent out until about four years ayn, whan it 
wag abandoned because they could set afford the extensive 
time and effort to maintain it. They also used to RAV! a 
periodic inventory au 4 back up for their charge system, but 
they have not had one for some time now. 


5, fhe Usited States InYormation Agency does not have 
a2 centralized Tiles system. here are separate sections for 
foreign service and the various domestic media, The foraign 
aupviee section does maintain a list of individuala authorized 
to pull personnel filex and it is kept current. When an : 
individual wants a file, a charge card is filled out and 
placed in the space vacated by the file, When a file in sent 
to 2 requester, a claesified raceipt ia filled out and returned 
to the Files Section, These receipts are placed in a box 
according tothe math of the charge, put it is unclear how 
waluable these receipts really are in that there ig no etipu- 
lated time Limit on how long a file may be charged out, and” 
follow up activity on files that have bean out "toa Long" is 
based on the charge outs. The file clerks spot check charge _ 
aute a# they file material and fallew up on those that seem 
too old. USIA does not have any periodic inventory of their 
files sud their activity rans about 500 charges per week. . 


@, ha National Security Agency Beem to have the tightest 
conivels on personnel files, but they also have the Lowest 
voluse. They maintain @ current bist of persons svthorized 
to charge out personnel files. When omof thave individuals 
wants a fille, he fills out « two part charge form. These | 
charges forms are maintained in a bin until the file ia returned, 
When @ file is sent to an individual, the second copy df the 
charge form is sent with the file and is signed off by thea 
recipient and returned to the Files Section where it is matched 
up with the original charge form. Files that must he forwarded 
out of the building are sent by their courier system in metal 
containers and the numbera of the container that holds the 
- file is noted on the charge form, In this manner, if there is 
a mishap enroute, they can identify which personnel files were 
“issing. They have no stipulated time Limit for file charge, 
but theie volume of chargs outa runs only about Lid per week. 
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7. An examination of the problems encountered in the 
Agency peregnpel file control aystem do not seem to bear 
Out the Tiapector General Survey comments 48 interpreted 
in TRE. If unlocated files are to be defined an files 
that are missing or not accounted for, then it is indead 
unusual for them to remain unlocated for weeks or months | 
afi a time, In the past ten years, perhaps eight cases of 
thig pature occurred which required the creation of dupli- 
cute files, In #211 of these cases, the component acknor- 
ledged the Ffacéipt of the filles, but could not Incate the 
files within its own components. In all cf the above cases, 
the Gificial Personnel Files have been recovered eventually 
within the component originally charged with the Yile. _ 


#. The problems cncountered by TRE hava hot been 
with files that ars missing because components deny having 
received the files, but rather delays in receiving files 
back frog Gomponenta or in tracking them through the inter- 
sal logging procedure aon they are forwarded within the 
components. In all, this delay in obtaining files results 
in a later effective date on perhaps fwo actions per pay 
period, These, of course, witld be reaanignment actlotie . 
and not money actions. Any delays in receiving files 
that might possibly etfect the effective date of money 
actions are brought to the Chief or Deputy Chief of TRB 
and resolved in time to adhere to the original effective 
date. 


%. Tn @ummary, the Agency system scems to stack up 
fairly well against those used in other Agencies Yor ton» 
trolling the Personnel files. The possible exception of 
WEA is modified by their very low volume of activity. 

They handle 110 tile charges per week to our 1,727. A 
receipting system would seam to require a good deal of 
effort to maintain with very Little benefit becauge ovr 

file control problems do not reside in a component's denial 
of receiving 2 file, but in its loss within the component's | 
own confines, [t is thia last point that seems to point 

ti & batter solution to file control 2 some sort of comput~ 
eriged file charge delinquent system Monitored by TRE. 

A proposal outlining such a possible system will be for- 
warded by TRE in the near future, 
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